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1. Introduction  

1.1. Purpose of this Document  

TxDOTCONNECT is an information technology solution to automate the delivery of TxDOTõs programs and replace 

up to 40 Engineering Operations systems. It will impact many stakeholders, both internal and external to the 

agency. This includes individuals who use current systems to input data regarding TxDOT projects, as well as 

those individuals that rely on that information for decision-making purposes. 

This document is your guide to navigating TxDOTCONNECT and performing tasks according to your security roles. 

The scope of this document is limited to functionality delivered in Release 1.  

1.2. Reference Guide Key 

This reference guide uses symbols and color to emphasize certain points. These are described below. 

  Tips 

This symbol identifies tips and benefits. 

1. Ordered Lists 

Processes are presented with blue numbers. 

 Important  

This symbol indicates you should read carefully. 

 Unordered Lists 

Lists are presented with blue bullets. 

*  Red Stars 

Required fields are identified with a red star (* ). These 

fields must be completed in a new project before you 

can save a project.  

Bold Text 

Where possible, buttons and fields are identified with 

images of the button or field. Otherwise, theyõre 

identified with bold text.  

1.3. Feature Key 

TxDOTCONNECT contains several types of buttons and fields. These are described below. 

Feature Example Description 

Button 
 

An interactive part of the screen that provides 

quick and basic functions. It is usually labeled 

with its purpose. 

Add from List  
A button that allows you to select one or more 

options from a Pop-Up Window. 

Check Box  
A small box that, when selected, enables or 

selects a certain feature. 

Date Picker  
A button that allows you to select any date 

from any year. 

Drop-Down Menu 

 

 

 

A field that allows you to select from 

predefined values. You may also begin typing 

to skip to a specific value. 
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Expand/Collapse  
A button that, when clicked, expands  or 

collapses  a section of a page. 

Field  

An interactive part of the screen where you 

may type any value. Remember to follow the 

guidelines for your business area. 

Icon 
 

An image, usually a clickable button, that 

represents a specific entity. 

Left Navigation Menu 

 

A menu that appears to the left of all project 

pages. Click an option to display that page. 

The menu also expands to show all available 

sections on the selected page. 

Pop-Up Window 

 

A small screen that displays information 

relevant to an area being edited or viewed.  

The popup window remains on the screen until 

an action has been completed. 

Page 

 

The full screen of detailed information 

displayed after a project or page option has 

been selected. These are often divided into 

multiple selections. 

Radio Button 

 

A small, interactive button that allows you to 

select from one of a few options. 

Section 

 

A part of a page that contains information 

specific to a certain topic or area. These are 

clearly titled, with the ability to expand or 

collapse. 
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2. Login Screen 

The login screen is the first screen that appears when accessing the TxDOTCONNECT web address. 

2.1. Sign In 

Internal users can sign in with 

their TxDOT credentials. 

1. Navigate to TxDOTCONNECT 

in your internet browser. 

2. Enter your TxDOT User 

Name in the Username 

field. 

3. Enter your TxDOT Password 

in the Password field. 

4. Click .  

TxDOTCONNECT works best in Google Chrome for most purposes but will also function in Internet Explorer 

11 and FireFox. 

2.2. Forgotten Passwords 

If you have issues logging in to TxDOTCONNECT, contact TxDOTNOW (512) 302-HELP (4357) for assistance or 

open a TxDOTNow ticket using the link on the screen. 

Requesting a password reset for the application resets the network password. 

2.3. Idle Session Security Timeout 

For security purposes, once a session in 

TxDOTCONNECT is idle for 20 minutes, 

you will be logged out.   

You will see the Session Expired 

message.  

  

2.4. Extended Session Security Logout 

For security purposes: 

If a session in TxDOTCONNECT has lasted longer than four hours, TxDOTCONNECT will log the user out and require 

the user to log back into TxDOTCONNECT, before continuing to work. 
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3. Home Page 

The TxDOTCONNECT Home Page contains the Top Menu Bar and the Dashboard, which includes My Tasks and 

My Group List. 

3.1. Top Menu Bar 

The Top Menu Bar appears at the 

top of every page, and includes 

these features: 

 Click  on any page to return to 

the Home Page. 

 Click  to search for 

or create a project.  

 Click  to review 

Planning Targets.  

 Click  to perform a 

Contract Inquiry. 

 Click  to navigate to the 

Administrative functionality. 

 

 

 Select Project Search to search for a project.  

See Project Search.  

Users with certain security roles have the ability to create projects. Users 

without these security roles will not see the options listed below. 

 Select Construction to create a new Construction project. 

 Select Non-Let to create a new Non-Let project. 

 Select Alternative Delivery to create a new Alternative Delivery project. 

 Select Transfer to create a new Transfer project. 

 Select Feasibility Study to create a new Feasibility Study project. 

Your ability to create a project and the types of projects you can create depends on your Security Role. 

You can check your security role in your User Profile.  

 Project Manager - Initiate (District) can create all Project Types. 

 Division Project Managers can only create Non-Let projects, with some exceptions: 

 Project Manager - Design can create Construction projects. 

 Corridor Planning Coordinator (TPP) can create Feasibility Study projects. 

If you need to change your Security Role, contact TxDOTNOW (512) 302-HELP (4357) for assistance or 

open a TxDOTNow ticket. 

 

 Select Forms Search to search for a specific form by Form Type and 

Form ID. 

Your ability to perform a Forms Search depends on your Security 

Role. You can check your security role in your User Profile. 
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3.2. My Tasks 

My Tasks contains information if you are 

assigned a task in TxDOTCONNECT. Tasks 

include review and approval of decisions for 

workflow items, such as Resource Requests. 

You can review and respond to the request 

within My Tasks.  

 

 

 

This section displays the following information:  
 

Field Description 

Project ID The project identifier for which the request was submitted. 

Project Name The project name for which the request was submitted.  

Click the project name to navigate to the project.   

Form ID The unique form identifier for the request.  

Task The name of the task (example: Resources ð ROW) being requested.  

Submitted By The person who submitted the request.  

Created On The date the request was submitted. 

Response Selection 

 

Radio buttons where you select your response.  

 Approve ð the request will be approved and move forward in the workflow. 

 Return ð the request will be returned to the submitter to make changes and 

resubmit. Note: Resource Requests do not include this option. 

 Do Not Approve ð the request will be canceled and will not move forward in the 

workflow.  

* Comments 
This field allows you to leave comments to clarify your response. This field is 

required if you select Return or Do Not Approve. 

 

This button only appears on Resource Requests. Click to open the Resource 

Assignment window shown below.  

 
Click  to submit your response and finalize the request.  
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3.3. Resource Assignment 

Click  on a Resource Request to 

open the Resource Assignment window.  

1. Use the column headers to filter the list of 

available resources.  

2. Select a Resource.  

3. Click  to save the resource and add 

them to the resource request.  

 

3.4. My Group List 

My Group List allows supervisors and 

coordinators to assign tasks to individuals 

within their workgroup. The individual to whom 

the task is assigned will then see the task in 

their My Tasks list.  

If a workflow item is routed to a single 

individual (for example the only utility 

coordinator in a district), it will bypass 

the My Group list and go directly to the 

individualõs My Tasks list. 

This section displays the following information: 

 

Field Description 

Project ID The project identifier for which the request was submitted. 

Project Name The project name for which the request was submitted.  

Click the project name to navigate to the project.   

Task The name of the task (example: Resources ð ROW) being requested.  

Submitted By The person who submitted the request.  

Created On The date the request was submitted. 

Assign Task Click  to select a team member to assign the request. 
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3.5. Task Assignment 

Click  on a task in My Group List to open the 

Task Assignment window.  

1. Use the column headers to filter or sort the 

list of available resources.  

2. Select an individual to whom you wish to 

assign the task.  

3. Click  to complete the assignment.  

The task will disappear from the My Group List 

section of the Dashboard, and the individual 

you have chosen will now see the task in My 

Tasks. 
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4. Tools Menu 

The Tools Menu appears in the upper right corner of every page in TxDOTCONNECT. 

The Tools Menu consists of the following 

features:  

 Click  to navigate to 

www.txdot.gov.  

 Click  to access Help for any page 

in TxDOTCONNECT.  

 Click  to access the Reporting 

feature. 

 Click  to access the Bulk Upload 

page. 

 Click  to access your Profile page.  

 Click  to Log Out of 

TxDOTCONNECT. 

 

These and other buttons in TxDOTCONNECT have Tool Tips available. Hover over them if you need a 

reminder of their function. 

4.1. Help  

The Help Page displays information 

about the sections and fields on the 

current page. Click  to open the Help 

page. 

Help opens in a separate 

browser window, to prevent 

replacing the page youõre on. 

Sections and fields are described 

in the order they appear on the 

page in question, not in 

alphabetical order. 

 

4.2. Reporting 

The Reporting Page allows you to access 

and export automated reports.  

1. Click  to open the Reporting Page. 

2. Double-click the Root folder (if it is 

not already open). 

3. Double-click the Reports folder (if it 

is not already open) to display the 

Report Categories.  

4. Select the desired Report Category.  

5. Select the desired Report Name. 

The Report Options window will open. 

 

The Financial Management, Letting Management, and TPP 

Reports are restricted by role. 

http://www.txdot.gov/
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6. Select one or multiple values for 

each of the criteria. 

 

There are several buttons on the Report 

Options window:  

 Click  to select all 

values in the list.  

 Click  to de-select 

all values in the list.  

 Click  to select all values 

except your current selections.  

 Click the  symbol underneath 

these buttons, then drag to resize 

the list of criteria. 

To select all but a few values, 

click , then de-select 

the ones you donõt want. 

 

There are multiple criteria depending on the Report type.  

Make sure you complete all criteria with an asterisk (*). 

 

You can review all the criteria you have selected by clicking on  

the Selected tab in the Report Options window. 

 

 Click  to apply your criteria to 

the current report without closing 

Report Options. 

 Click  to generate the report 

based on your current criteria. 

 Click  to remove all criteria 

selections.  

 Click  to cancel your report 

selection.  

Once you have made your selections, 

7. Click . 

Your report will display.  

  



 

15 

 

You have several options in the 

Reporting Toolbar. 

 

 

  

 

 Click  to export your report. We describe this 

in more detail below.  

 Click  to undo, redo, or undo all actions.  

 Click  to open the Report Options window and 

select your criteria again. 

 Use  to zoom in, zoom out, or select a 

zoom level. 

 Use  to search for terms within 

your report. The arrow keys allow you to navigate 

through the search results within the report. 

 Use  to navigate to the first, 

previous, next, or last page in the report. 

 

In most cases, youõll 

use XLSX for Excel 

reports.  

You have the following options for exporting your report 

 Portable Document Format (.pdf) 

This produces a nicely formatted document that canõt be edited.  

 Excel Spreadsheet (.xls) 

This produces a spreadsheet that is compatible with versions of Excel prior to 

Excel 2007. This is not common.   

 Comma Separated (.csv) 

This produces a spreadsheet without formatting, which can be useful for 

uploading into other software. 

 Rich Text Format (.rtf) 

This produces a text file with minimal formatting, that can be edited further.  

 XLSX Excel Spreadsheet (.xlsx) 

This produces a spreadsheet that is compatible with versions of Excel from 

Excel 2007 and after. This is much more common than .xls.  
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4.3. Bulk Upload 

The Bulk Upload feature allows users 

with certain roles to update data on 

many projects at once by uploading a 

single spreadsheet. 

1. Click  Bulk Upload in the Tools 

Menu to navigate to the Bulk 

Upload Page. 

 

 

2. Populate a template with the data 

you wish to use to update projects 

in TxDOTCONNECT. 

You must use the proper template according to the type of data 

being uploaded (see table below for links). 

The template must be saved as a .CSV file or the upload will not 

be accepted. 

The data types that can be updated in 

this way, as well as the security roles 

that can upload them, are shown at 

right. 

Use the links in the table at 

right to access the proper 

template for the data type you 

are uploading. 

3. Select the desired Upload Type 

once on the Bulk Upload Page. 

You will only be able to see the 

upload type(s) for which you 

have permission. 

 

4. Click  to browse for the 

correct file. 

5. Select the desired Excel 

spreadsheet saved as a .CSV file. 

6. Click  to upload the file. 

Data Type Security Role 
Spreadsheet 

Template 

Federal Project 

Number 

(Transportation 

Project) 

Letting Management 

Coordinator 
Bulk Upload 

Template Folder 

Minute Order Number 

(Transportation 

Project Funding Line) 

Letting Management 

Coordinator 

Bulk Upload 

Template Folder 

Planning Targets 
Letting Management 

Coordinator, 

UTP Coordinator 

Bulk Upload 

Template Folder 

FHWA Approval Date STIP Coordinator 
Bulk Upload 

Template Folder 

 

https://txdot.sharepoint.com/sites/division-tpd/txdotconnect/Crossroad%20Docs%20Library/Forms/Group%20By.aspx?useFiltersInViewXml=1&FilterField1=Document_x0020_Type&FilterValue1=Bulk%20Upload%20Templates&FilterType1=Choice&FilterOp1=In
https://txdot.sharepoint.com/sites/division-tpd/txdotconnect/Crossroad%20Docs%20Library/Forms/Group%20By.aspx?useFiltersInViewXml=1&FilterField1=Document_x0020_Type&FilterValue1=Bulk%20Upload%20Templates&FilterType1=Choice&FilterOp1=In
https://txdot.sharepoint.com/sites/division-tpd/txdotconnect/Crossroad%20Docs%20Library/Forms/Group%20By.aspx?useFiltersInViewXml=1&FilterField1=Document_x0020_Type&FilterValue1=Bulk%20Upload%20Templates&FilterType1=Choice&FilterOp1=In
https://txdot.sharepoint.com/sites/division-tpd/txdotconnect/Crossroad%20Docs%20Library/Forms/Group%20By.aspx?useFiltersInViewXml=1&FilterField1=Document_x0020_Type&FilterValue1=Bulk%20Upload%20Templates&FilterType1=Choice&FilterOp1=In
https://txdot.sharepoint.com/sites/division-tpd/txdotconnect/Crossroad%20Docs%20Library/Forms/Group%20By.aspx?useFiltersInViewXml=1&FilterField1=Document_x0020_Type&FilterValue1=Bulk%20Upload%20Templates&FilterType1=Choice&FilterOp1=In
https://txdot.sharepoint.com/sites/division-tpd/txdotconnect/Crossroad%20Docs%20Library/Forms/Group%20By.aspx?useFiltersInViewXml=1&FilterField1=Document_x0020_Type&FilterValue1=Bulk%20Upload%20Templates&FilterType1=Choice&FilterOp1=In
https://txdot.sharepoint.com/sites/division-tpd/txdotconnect/Crossroad%20Docs%20Library/Forms/Group%20By.aspx?useFiltersInViewXml=1&FilterField1=Document_x0020_Type&FilterValue1=Bulk%20Upload%20Templates&FilterType1=Choice&FilterOp1=In
https://txdot.sharepoint.com/sites/division-tpd/txdotconnect/Crossroad%20Docs%20Library/Forms/Group%20By.aspx?useFiltersInViewXml=1&FilterField1=Document_x0020_Type&FilterValue1=Bulk%20Upload%20Templates&FilterType1=Choice&FilterOp1=In
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TxDOTCONNECT will perform several 

actions: 

 Check the format of the file and 

data and either displays òFile 

Upload Successfuló or returns an 

error message. 

 Update the File Processing History. 

 Send an email notification to the 

individual who uploaded the file. 

 

4.4. Profile 

The Profile page contains the following 

information: 

 Contact Information  ð this 

information is populated from the 

TxDOT Active Directory. 

 Roles ð this lists the security role 

(or roles) you have been assigned.  

 Supporting District(s) ð the district 

to which you are assigned. Division 

staff may support multiple districts. 

 License Number ð this information 

is populated from the TxDOT Active 

Directory. 

 Preferences ð you can adjust your 

preferences for Email Notifications 

(on or off). 

Click  to save changes to 

your preferences. 

 

If you need to update your Profile information, including License 

Numbers and Security Role, contact TxDOTNOW (512) 302-

HELP (4357) or open a TxDOTNow ticket. 
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5. Project Search 

When you select Project Search from the Top Menu Bar, you are taken to the Project Search page. 

This page differs depending on whether you are a district or a division employee, or if you have selected ROW view 

on your Profile. 

 District staff  will see active (not all) projects in their district by default.  

 Division staff will see no projects until they perform a search. 

 ROW View allows you to search for and navigate directly to ROW information. 

There are two parts on this page:  

 The Search feature 

 

 The Search Results  

 

5.1. Search Feature 

To search for a specific project,  

1. Use the Select drop-down menu 

to select your search criteria.  

2. Enter a search term. 

3. Click . 

Your Search Results will appear.  

You can select up to three 

search criteria and enter up 

to three search terms.  

 

If no projects match you search criteria, you will see the message: 

 

Not finding what youõre looking for? Remember these tips:  

 Is the project closed? Select Project Status in your Search Criteria and type òClosed.ó 

 Was the project created in DCIS? Select Project Subtype in your Search Criteria and type òLegacy.ó  

 Is the project in a different district? Select District/Division in your Search Criteria and type the 

districtõs name.  

 Remember: You can search by partial information ð there is no need for a òwildcardó character.  
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5.2. Search Results 

 

 Click a column header to sort search results by the data in that column. Click again to reverse the order. 

 Type into one or more of the column header fields to filter search results by the data in that column. 

TxDOTCONNECT filters your results as you type to include only search results that contain matching data. 

  

If no projects match your filter criteria, you will see the message: 

5.3. Search Results Column Headers  

The current list of search column headers for Project View appears below.  

 Project ID 

 Controlling Project ID 

 Control Section 

 CSJ 

 Project Type 

 Project Subtype 

 District/Division 

 County 

 Federal Project Number 

 State Project Number 

 Highway 

 Assigned To  

 Project Status  

 Project Stage 

 Project Classification 

 Let Schedule Fiscal Year 

 Date Created 

 ROW CSJ 

*Only if used to search: 

 Limits To 

 Limits From 

 Estimated Let Date 

5.4. Select Project 

 Click a project once to highlight it. 

 Double-click a project to open it. 

5.5. Create Project 

Click  to create a new project.   

Your ability to create a project and the types of projects you can create depends on your Security Role. You 

can check your security role in your User Profile.  

 Project Manager - Initiate (District) can create all Project Types. 

 Division Project Managers can only create Non-Let projects, with some exceptions: 

 Project Manager - Design can create Construction projects. 

 Corridor Planning Coordinator (TPP) can create Feasibility Study projects. 
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6. Project Header 

The Project Header appears at the 

top of every Project page. It contains 

critical, high-level project information. 

The header contains the fields 

described below: 

 

Field Description 

6.1. Project ID The unique primary identifier. This field is populates the first time the project is saved.  

6.2. Project Name Unique name. Recommended format: [Highway Number] [Limit From] [Limit To] or 

[Year Seal Coat] [Highway] 

6.3. Project Stage This indicates where the project is in its lifecycle. The possible values depend upon 

the Project Type.  

Construction  

Project Type  

Initiate  Indicates a project is in the conceptual stage. No funding is 

assigned to the project. 

Planning Indicates internal resources are working to develop the project 

scope. No external vendors are assigned to the project. 

Preliminary 

Engineering (PE) 

Indicates preliminary studies for a project have begun, including 

environmental, surveys, geotechnical studies, hydrologic/ 

hydraulic analysis, traffic studies, etc. 

Plans, 

Specifications , & 

Estimates (PS&E) 

Indicates resources are working on development and approval 

of engineering plans, specifications and estimates in 

preparation for letting. 

Ready to Let Indicates the project meets agency criteria for letting process.  

Letting Indicates the project has been advertised for letting and is 

progressing through the letting process.  

Construction Indicates a project has been let, awarded and is ready for 

construction to begin. 

Maintenance Indicates a project has been let, awarded and is ready for 

maintenance to begin. 

Closed Indicates deliverables and final reconciliation processes are 

complete for project. 

Canceled Indicates termination of a project prior to its completion. 


























































































































